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emievod Governiieat gervice ia May 1934 us a supeyvisor
+f a ‘Tabulatlag Mochine Unit in the Dspartunent of Agricaitore. Ho sovved
2o & provedural conpuliani with the Social Security Board, an adedaistriiive
vaalyet with the Federal Works Agency, and & Manzgement analyst with v
Sivil Bervics Comonissive before transierring to the Gentral Iutelligence
Heehey in May 1951 as Chief of the Gonesal Bervices Divislen., In thia pusie
tiom Be wes repponsibile for paporwork mAanagereent progratas affeciing
uringay asd reproduciiocn actvitics, rscopds roanagrment, sipdeydization
of filing eqsiprosns aad supptes, and wail wnd fling operatinug. la LVelruary
1983 ha whs appoioted a8 he Agency's wp Records Memagement Oificer o
vitrllug Ha revowds progvam througk a system of dzeantralived adiinletra-
tiom, in whlel he yermined responsikle for top-level policy guldnnce, coey-
dination, and il assismace. He hoe continued since 1953 to divext the
Ageneyle vecords program ag Ghief of its Beocords Administration Staid,
sunervising specialiste in the adminiztration of records meterial. tocleding
vital peuords, veruxts, {orms, correspondencs, amd tliing syetess and
mypinsneRt
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CENTRAL INTELLIGEMNCE AGENCY

ACGOMPLISIENT
© 25X1A%a

has served a8 the Centeal Intelligonce Agency's Records
Adsninletration Officer since :953 and has had a key role in developing high-
ly effeciive veco¥ds and pepezwork :uacagement prograsas of which the
Ageney ia justly provd. Iu sddition io his bmportant schlevements in -
proving the world.wide rocords keeying systen: of C1A, he bes inltintec, coe
ordinated, and furaished the techmical loadership in the establishinent of uni-
forny standards sund procedures for the retestion and disposal of intelligence
anetorials in other elemonis of the tntelligence community of the United
Stmtes. He is particularly noted for the development of a Viial Material-
Progra:s which has baes 4 miedel for other Federal sgencies,

25X1A%9a '

has develoged an offective decentralised records oysiem
in GIA with programs to mest sach major comusnent's particular reguirc .
maents ond specisl provedures 1o copo with security considerations inhermt
in evary phase of records and paperwork maintenance and costrel in this
dgency. CLA ndw hos one of the mort sophisticsted recorde and prperwcrk

managenent systeme in the Feders]l Govornsnent. —w&s the 25X1A9a
Griviug {orco in focusing attenticn en this critical 2ros o maRnAgersent, snd
because of hie professional competence and sxperience he has gained the
3 support of top management and the cooperation and paryticipation af officials
i 2% a1l levels in the Agency. Ha is an effective promotor snd hes lnapire.;
? offieials iu CLA and others in the Fadeysl Government to prafessional sopers
work masegement uchicvements by his surveys, studies on special projacts,
trafning Alme, brisfings, and his Vitsl Records Workshops.
25X1A9a
1o evalunte [ - - co:nplishrents, consideration raust be
given pet orly to the megaitude of CIA records but also to the complevitiss
wmvolved in handling sensitive intelligence records and to the unusge! papere
work services required in the produciion of intelligence and in the distiribue~
toa of vital docaments to the consumers. The diverrity of ClA records
{photographe, filme, reeerdings, ane maps, in addiilon to the large flow of
documpantsd into the Agency {romn all over the globe) is cerupounded by the
wyrind of spralel secarity indicatore and the necensity for strict campa ri-
; ‘rantation s a wecd-to-know basis to produce unigue prodbleras. Thess pro-
25X1A9a blemas hawe pressuted chollenges which R 22 et with great suc-
coses. This he bas accemplished by applying goed prperwork sansgemont
primeiplos and by using sdmiristrative iraagination to cope with unusual proe
blanse in paperwerk roanagereat,
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The CIA Records Adisizistretion Frogram, directed ByiIIIEGEGEGEE
is comuprehengive in 8c0ps. I covers all arens in the management of CIA
dizcetiven, veperts, forwie, conumaaications, files, and yecords from date
of wreation to fiaal atoraga or destruction. It encempasscs stall muvege.
ing of regords and peperwork in CIA tnielligence collection netivities in
oil perty of the wori€ and the gontrol, storage, and dispasition of intelli.
gence decumenis prapared for the Prestdest sud policy-making bodies in
the United Suates.
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The imporizocs apd npnet o_ secomplishenants are
niteniad by the roany comumendstions thal bs has received fvom officlela
in euy Agency nud the faci that other Goversment agescisz have amulatud
succedaiul mansgement vechiianeg ead procedusres used jn CIA recordes
rrasagoreent. e wag comumended by the Hoanerable JeGeorge Bundy,
Gpeeial Ausietent to the President for Netisnal Security Alfairs, for his able
and eificlont direction of the Records Managemeat services rendered to the
Hatiouwal Security Council. The Azsistant Arvchivist of the United Etates
reguestcd I ¢ presest bis Vital Materials Program o all
Government depsriments axd agencied through n sumber of Vital Records
Vorkghops, In sddition, other agenciesa with wnuseally Aifficalt security
prablense have drawn on bis experience to improve their papecwark wansge-
wmenl systeme ond the opavations of their Records Centere.

RESULYS
25X1A%9a

W contribations to effsclive records upd paperwork mepage-
raonl within and oiher ngencies bave had encrmoas tangible and intengible
Louefite. As 2 vesult of his loadership in promoting the development of {iex-
ible pid resliciic recordo manngement standawds and programs, the Agency
hoa beon dble & copa cucdusafully with & tramendous increnss in valume of
comsnasicstions, documents, films, and photographs resulting from the we«
caleyaied tesope of celd and bot war activities. In addition, he has initinted
aggreasive programe to maet the new paperwork masegement requirenizils
of expanding elocironic data processing operstions. Through the ready
avaiiahility of rocords sxd the streamlining of :muethods and precadurss, smer-
geney yoquests in support of current operations sre handled expeditiousity by
iha Agency Rerords Costler.

Iy the development of & model Vital daterials Frogram gusranteeing
tha cugrent salection, protection, and availability of sssential records, the
suscessiul coatizmntion of (ntelligencs support to tha President is assared

i tisme of ememny attack or natural dicaster,
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| in nddition to the importast saviags o CI1A in wnan-hoors, ma’lmmf
gupplics, sud space that hava reewiied from _ efforte, sigai-
ficant gavingo hsve ulao besn echieved throughout the intelligence corammunity
ﬁwe&g@a s program o sliminate recards is 211 agencies where they duplicete
those of the sriginatisg egeney. oEX1AG
’ hisvermenis

it is the consensus of officiale in CIA v - ' .
m ﬁ: :;wmvmnt of paparwork manngement have contribated to the ?ui,,ceisa
of ihis Aisumv‘s ealasion end have furthered the ohjectivas of the President's
War on Wante in the Federal Covernmaent.
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